NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE

Schedule Number: N1-560-03-002

Some items in this schedule are either obsolete or have been superseded by new
NARA approved records schedules. This information is accurate as of:09/29/2021

ACTIVE ITEMS
These items, unless subsequently superseded, may be used by the agency to
disposition records. It is the responsibility of the user to verify the items are still

active.

All items except those listed below are active.

SUPERSEDED AND OBSOLETE ITEMS

The remaining items on this schedule may no longer be used to disposition records.
They are superseded, obsolete, filing instructions, non-records, or were lined off and
not approved at the time of scheduling. References to more recent schedules are
provided as a courtesy. Some items listed here may have been previously annotated
on the schedule itself.

Item 5 is superseded by DAA-0563-2019-0003-0002.

NOTICE - SOME ITEMS SUPERSEDED OR OBSOLETE



)

PY '

h » Ry
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To: NATIONAL ARCHIVES and RECORDS ADMINISTRATION (NIR)

WASHINGTON, DC 20408

DATE RECEIVED

glzs k2

1. FROM (Agency or establishment)

Department of Fransportation— HQ’WC W chl/{ iL‘
[

2. MAJOR SUBDIVISION

Transportation Security Administration

3. MINOR SUBDIVISION

Office of Finance and Administration

NOTIFICATION 4’0 AGENéY

In accordance with the provisions of 44 U.S.C.
3303a, the disposition request, including
amendments, is approved except for items that
may be marked “disposition not approved” or
“withdrawn” in column 10.

4. NAME OF PERSON WITH WHOM TO CONFER

Arthur L. McCune, Jr.

5. TELEPHONE

202/385-1192

DATE A IVIST OF THE UMYED STATES
2-11- 04| ﬁm %Zf/

6. AGENCY CERTIFICATION

v

I hereby certify that I am authorized to act for this agency in matters pertaining to the disposition of its records and that the records
proposed for disposal on the attached 6 page(s) are not now needed for the business of this agency or will not be needed after the
retention periods specified; and that written concurrence from the General Accounting Office, under the provisions of Title 8 of the

GAO manual for Guidance of Federal Agencies,

O isnotrequired; 0O is attached; or

O has been requested.

DATE SJGNATURE OF AGENCY REPRESENTATIVE TITLE Records Management Officer
q). 20/02 M%ﬂ me é’u/m %’/
7. Item 8. DESCRIPTION OF ITEM AND PROPOSED DISPOSITION 9. GRS OR SUPERSEDED 10. ACTION TAKEN
No. JOB CITATION (NARA USE ONLY)
**See Attached™*
Co hsevce, IR, 77[0/_;/3: ) 1314
115-109 PREVIOUS EDITION NOT USABLE STANDARD FORM SF 115 (REV. 3-91)

Prescribed by NARA 36 CFR 1228
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ADMINISTRATIVE MANAGEM,I}I-L et ’

This category deals with material on administration, which is too general to be filed under
one of the more specific administrative outlines. Use also for material on organlzatlon
functions and management.

Title

ADMIN-200
ADMDISTRATIVE
MANAGEMENE

N1-560-03-2, Item 1.
ADMIN 200.1
REPORTS AND
STATISTICS

N1-560-03-2, Item 2.
ADMIN 200.1.1
Substantive reports

N1-560-03-2, Item 3.
ADMIN 200.2
PLANNING

COMMITTEES-AND

Description of Records

General-material-and
eorrespondence-relating-to
broad-in-scope-te-be-filed-under
ene-ofthe.specifiesubjests-below:

Reports covering all subjects
included under this primary
subject. Includes annual report to
Congress. Case file by type of
report as necessary.

General and substantive reports,
studies, progress reports, and
reports of significant
accomplishments. Case file
special or one-time reports as
needed.

General correspondence drafts,
background material, annual work
plans, budget estimates, and
documents relating to program
planning.

—a—Recordsrelating-to
estabhshment,—esgamaa&en;

mema-l-eemmi&ees;-exe}ud&ﬂg
committees-sponsored-by-the
Secretariat:
—b—Reeerds-created-by
committees-

(H-Agenda, minutes;final
reports;-and-related-records
decumenting-the

thes-by-the

TSA Records Disposition Schedules 2-1

Disposition

Cut off at end of fiscal
year. Destroy when 3
years old.

Cut off at end of fiscal

year. Transfer to FRC 10

years after cutoff.
Destroy 15 years after
cutoff.

Cut off at end of fiscal
year. Destroy when 3
years old.

Destroy-2-years-after

Destroy-when-3-years-old

Authority

GRS-234

N1-560-03-2,
Item 1.

N1-560-03-2,
Item 2..

N1-560-03-2,

Item 3.

GRS 16/8a

GRS 16850


https://maiB.taiB.ea

(ADBMIN 200~  MINISTRATIVE AND MANAGE { NT...  +

Title Description of Records

SPORSOF-OF-Seeretariat:

Disposition Authority

£2)-Al-other-connmittes Destrey—whe&é—yeaﬁs GRS16/8b¢2)

records-

-e—Records-maintained-by-agency Destrey-5-years-after
GemmitteeMaﬂagement-Oi-‘ﬁeefs termnination-of committee- GRS—-I@SG

N1-560-03-2, Item 4. d. Records created to comply with PERMANENT.
the provisions of the Government
in the Sunshine Act, including
transcriptions and minutes of
closed meetings, electronic
records for which verbatim
transcripts do not exist, and annual
reports to Congress describing the
agency's compliance with the Act.

ADMIN{1200.4
ADVISORY
BOARDS, AND
COMMISSIONS

N1-560-03-2, Item 5.

a. Files for advisory, interagency,
and international committees
sponsored by TSA, and
accumulated by the Transportation
Security Agency Committee
Management Officer.

Committee Management Files.
Documents relating to the
establishment and organization of
advisory committees, boards,
commissions, and panels; policies
goveming official agency -
membership; and related matter.

N1-560-03-2,
Transfer to FRC when4  Item 4.

years old or earlier. ﬁffsr—rm}&,_

to NARA when 10 years

old.

N1-560-03-2,
PERMANENT. Item 5.
Transfer to FRC,when 4
years old. W
NARA when 10 years
old.

b—Staff and-Leoeal-Meeting-and Dest-rey—when—.%—years GRS—I-é#Sb(l—)

Cenference-Eiles—Minutess
asenda;,-and-related-doctments:

TSA Records Disposition Schedules

2-2



WADMIN200—  MINISTRATIVE AND MANAGE. _ NT...

Title

PARKING
EACHITIES.

Description of Records

e—Gemﬁtee—hwenteg-Fﬂes—

reperts—eilillSA-eemmﬁtees-m

existence:

() Accumulated by the

Transpertation-Seeurity
Administration-Comsmnittee

Management-Officer:

2)Al-others-committee

chssifiotion-and o other
information related-te-office-space
and-its.manipulation-

Parking assignments;-patding
permits;-agency pennits-to-operate
motor vehicles:-and-parling
restrictions.

General-correspondence-and
background imaterial related to-the
standards for.effeetivemail.and

TSA Records Disposition Schedules 2-3

Disposition

Dest?efs-yeafs-aﬁer'

Destroy-when-3-years

old:

Destrey-2-years-after

texmination-of

assignment;-or-whentease
is-canceled;or-when
plans-are-superseded-or

obselete-

Cut-off at-end-of fiseal
year—Destroy-2-years

afler-cut-offt:

Destrey-2-years-afier

tegnination-of

assignment;-or-when-lease
is-canceled,-or-when

plans-are-superceded -or

obsolete-

1ssumg-e£ﬁee-ei=eﬁer -date
of expiration-

Authority

GRS-16/8¢

GRS-16/8b(2)

GRS1i2a

GRS}

GRS-12

GRS114a

Destroy when-1-yearold- GRS-12/6g



AUMIN 200—

Title

Mailing-Lists

Messenger
Service

ADMIN-200.9.3
Postage-and-Eees

N1-560-03-2, Item 6
ADMIN 200.10
PROPERTY
ACCOUNTABILITY

This item may be
applicable to other
TSA records
common to many
other offices within
TSA.

N1-560-03-2, Item 7.
ADMIN 200.11
PERSONAL
PROPERTY

This item may be
applicable to other
TSAtrecords
common to many
other offices within
TSA.

Description of Records

messenger-services—neludes-use
of official- mail;-postage-rates;and
mail-improvement-program:

Cerrespondenece-on-thereeeipt-and
routing-ofincoming-and-outgoing
meil-and-services-provided-by
private-delivery-eompanies-

GCerrespond ences-request-forns;
and-otherrecords-relatingte

changes-in-mailing lists:

Ceorrespondence-and-related
ematerialincludi )
records;ronte-schodules;-dispateh

records;-receipts-for-spesiat
services;-and-dailylogs-

Statistical-reports-of postage-and
fees-used-op-outgoing-mail-and
foes-paid-for-deliveries-by-private

delivery-companies:

General correspondence, records
of coordination and approval,
material on nationwide TSA
programs for real property,
personal property management,
coordination of plans, acquisition,
construction, utilization,
maintenance of all TSA property
against theft, damage, and civil

disturbance.

Correspondence and other
material pertaining to the purchase
and sale/exchange of personal

property. Files include
identification method.

TSA Records Disposition Schedules 2-4

TINISTRATIVE AND MANAGE}

. !

Disposition

Destrey-afier-apprepriate
revision-or-mailinglist-of
after-3-months,-whichever

is-applieable

Destroy-when-6-menths

eld

Destrey-when-6-menths

Cut off at end of fiscal
year. Destroy when 3-
years old.

Cut off at end of fiscal
year. Destroy 3 years
after cut off.

Authority

GRS-2/6a

GRS13/M4a

GRS12/6f

GRS-12/6b

N1-560-03-2,
Item 6.

N1-560-03-2,
Item 7.



" ADMIN 200—.

fINISTRATIVE AND MANAGER _ IT...

Authority

Title Description of Records Disposition
ADMIN-200,12 Title papers-documenting-the Dispese-10-years-after GRS-3/1a
REAL-PROPERTY acquisition-of real-property-(by uneonditional-sale-or
purchase,-condemnation;-donation,; release-by-the
exchangemretherwise); Gevemment-of
EXCLUDING-records-relating-to  eonditions,restrietions;
property-acquired-prior-to-January mortgages-or-otherliens:
1192+
- Reeords-relating-to-property
acquired-after-December-315-1920;
other-than-abstraet-or-certificate-of
sitle:
GRS-3/1b
a—Abstraets-of certificate-oftitle  Transfer-to-purchaser
after-unconditional-sale-or
release-by-the
Gevemnment-of
mortgages;-or-other-liens.
b—Real-Property-Lease Destrey-6-years-and-3. GRS-38)H
Agreements months-after-final
paymentr
e—Sefiware-Licenses—FEiles Destrey/Delete-1-year GRS-243b1
doeumenting-the-aequisition-of afier-tennination-of
acreement-between-the
Geovemment-and-vendorr
NOTE:—Records-relating-to
property-acquired-before-January
11921 -are-net-covered-by-this
#tem-or-the GRS-and-must-be
seheduled-by-submission-ofan-SE-
3 5-t0-NARA-
ADMIN-200.12,1 Inventory-of aceountable-property. Cut-offat-end-of fiscal GRS-3/9a
Inventories Approved-listings-of propertyin = year—Destroy-2-years
custody-ofyour-office- afier-eut-off.

TSA Records Disposition Schedules 2-5



CADMIN200—  MINISTRATIVE AND MANAGE .__NT... !

Title

ADMIN-200.13
MOTOR-VEHICLE
MANAGEBMENT
(Used-by-Agency
Stafh)

FELE-

Description of Records Disposition Authority

Gentams—aee&deat-repeﬂs—geﬁefal Destroy-6-years-aftercase GRS-108/5

: is-closed-
peﬁaamng—te—ﬂae—m&nagement—ef
the-metor-vehicles-Heets-for- TSA

wvehieles:

EXCEPRT—Procurement-copy-of
purchase-or-lease-documents-on
vehieles:

Forms-analysis-design; Destroy-when-related GRS-16/3b
standard&za&e&,—eea@sel—eﬁuse; &m&s—d&seeﬁtmaed

proposed-forms;revisions;

elearances-and-related
correspondence:
Ge&espendenee—systems

GCase-files-of forms;-which-should  Destroy-5-years-after GRS-16/3a .

be-filed-by-appropriate-forn

nmbe&-lnelades-ene—ee%

de#elepment—aﬂd-fevis;eﬁf
Destrey-1-year-afier GRS-13/2a
completion-ofjeb-

Cut-offat-end-of fiscal GRS-12/2b.

General-correspondence.-and year—Destroy-3-yoars
related-material-including plans, afler-eut-off.

TSA Records Disposition Schedules 2-6



J._AﬁMIN 200—  AINISTRATIVE AND MANAGEA_ _IT... ! ’

Title Description of Records Disposition Authority
ADMIN-200,15:1 Cerrespendenece-and-other Cut-off at-end-of fiseal GRS-23/1.
Eaesimile-Service material-onfacsimile-transmission  year—Destroy-2-years
EAX-Telegraphrand facilitiesyleased-wire-telegraph; afier-eut-off:

TFeletype and-the-like:
EXCEPT:FEile-telegrams;
teletype-messages;-and-facsimile
transmissions-by-the-appropriate
subjeet:
ADMIN-200.15.2 Gerrespondence-and-related Cut-off at-end-of fiseal GRS1212b

TFelephone-Service raaterials-pertaining-to-therequest  year—Destroy-3-years
for-telephone-servicerinstallation  after-eut-off:

ofnew-equipment;-repair-and

raintenanee-of present-equipments

and-equipment-removal:

Pendingwork-orders-onTSA;end Transfer-to-completed

GSA-requestsfor-telephene wotk-order-file-after

serviees: completion-of worl:

Cempleted-Were-Orders Destroy-l-year-afieraudit GRS122d(2)
er-when-3-years-old;

Communication-Management Destroy-when-3-years-old GRS-12/2b
Infermation-Serviees-{CMIS) er-when-ne-lenger-needed
Report-Eiles—Contains-approvals  for-administrative
for-use-of pheone-lines-receiver puarpeses-
computer-printouts-on-telecepier

messages,-and-computer printouts

from DHS-used-as-an-inventory-te
make-companisons-with-GSA-for
changes-and-updating-equipment.

Alse-contains-Intercity-Voice

Ewhich-inclades-number-of

eriginated-calls,.number-of

eriginated-minutes-manufacturer;

and-medel-numben). :

EXCEPT: Eile.billing-documents

for-telephone-and-telephene

services-under EINANCIAL

MANAGEMENT,

TSA Records Disposition Schedules 2-7
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. ADMIN 200—
Title

N1-560-02-2, Item 8.

ADMIN 200.15.3 Contains changes made

Description of Records

IINISTRATIVE AND MANAGEN. T...

Telephone Directories  periodically to TSA and DHS superseded.
This item may be telephone directories.

applicable to other

TSA records

common to many
other offices within

Disposition

Authority

Destroy when obsolete or N1-560-03-2,

Item 8.

TSA.
ADMIN—200.16 General-material related-to-reeords Destroywhen-6-years GRS-1647
REGORDS management—Inecludes-requests old—Earlier-disposal-is
MANAGEMENT forrecords-maintenanece autherized-if records-are
assistaneesrecords-system superseded;-ebselete,-or
matters- reforenee-
Standards-and-systems-for
related-correspondence-and
ageney-file-systems-and-disposal
sehedules-when-they-are-part-ofa
Hle-system-
Regquests-for-filing-equipment-and
servieesrineludingequipment
deseription,-cost,and-justification:
Mierofilm-systemsincluding
deseriptions-and-approvalsr
ADMIN—200:16-1 General-correspondence-and Destroy-6-years-afier GRS-16/2a(2)
Records-Creation materials-pertainingto-submission  related-recerds-are
of SE 115, Regquest-for-Reecords destreyed-or-transforred
Dispesition-Autherityto-NARA-  to-the-National-Arehives
or-no-longer-needed-for
Case-file-approved-SE-115records reforence-purpeses-
and-related-cerrespondence-
ADMIN-200.16.2 Destroy-6-years-afier
Records-Dispesition General-materials-pertainingto-the related-recoerds-are GRS-1612a(2)
destruction-orretirement-of destroyed,-or-transforred
reeords- to-the-National-Arehives
or-no-longer-needed-for
Eilesrelating-torecordsretrieval  reforence-purpeses-

TSA Records Disposition Schedules

2-8



o ADMIN 200-  MINISTRATIVE AND MANAGE _NT... N ’

Title Description of Records Disposition Authority
from-ERG-OE-1.1-file-with-related
SE-135.
AMNIN-200:16,3 General-material-on-theprotection; GCut-offatend-offiscal GRS-18/1
Records-Seecurity storage,control, elassificationyand year—Destroy-2-years
declassification-of seeurity after-eut-off.
information.
GCase-files-of systems-for Destrey-when-2-years GRS-1844.
Werking papers-of security Destroy-when-superseded GRS-1822
clearances(other-thanthe-original eor-obselete:
£ Official-Rersonnel-Folder);
ineluding-debriefing-statements-
Seeurity-elearanee-listingss Destroy-when-superseded GRS-18/a
security-equipment-listings by-anew-form-or-list-or
inehading seeurityloeks-and apondurn-inef
sirailar-matters: containers:
N1-560-03-2, Item 9.
ADMIN 200.17 Includes instructions regarding N1-560-03-2,
CORRESPONDENCE correspondence practices and mail Item 9.
MANAGEMENT routing; forms used in recording
This item may be and controlling mail; and reports
applicable to other on mail and correspondence.
TSA records
common to many
other offices within a. Instruction. Destroy when superseded
TSA.
Destroy when 2 years
b. All other material old.
ADMIN—200.18 Cerrespendence,-notices; Destrey-when-2-yeats GRS-14/26
PRIVACY-ACT memoranda,and-related-matedal  old:
pertaining-to-the-general-Agency
implementation-of the-Privaey
Aet:
De-net-use-for-ease-files-or-non-
Privasy-Aet-inquiries-

TS A Records Disposition Schedules 2-9



P

.ADMIN 200—A  INISTRATIVE AND MANAGEM _ [...

Title Description of Records Disposition | Authority

ADMIN-—200,18.1 Eiles-ereated-in-response-to

Requests aceess-to-their-records-or-to-any
pertaining-to-them;-as-provided-for
vnder-5-H-S-C-552a({d)(3)—Eiles
contain-original-request-copy-of
reply-thereto-and-all-related
supperting-decuments,-which-may
ineclude-the-official-file-copy-of
records-requested-er-copy-thereof

A-Cerrespondence-and

stpperting-documents

EXCEUDING the-official

file-copy-ofthe-records

requested-if filed-herein)- Destroy-2-years-afier-date GRS

of reply- H421-ath)
—It—Granting-aceess-to-al-the
——reguiested-records: '

2—Responding-to-requests-for HR212)a)

non-existent-recordsi-to '

inadequate-deseriptions;

and-to-these-wheo-fail-te

pay-ageney-reproduction

fees: Destroy-2-yoars-afier-date GRS
ofreply. A

a—Regquests-not-appeated-
Destroy-as-antherized GRS-14210b)

———b-—Regquests-appealed- Amendment-Case-Hiles-

Destroy-5-years-after-date
ofreply:
——3-Denying-aceess-to-all-or
—part-of the-records
——requested- Destroy-as-Authorized
Under ADMIN-200.18:2
-a—Requests-not-appeated: Privaey-Aet-Amendment

Gase-Eiles-
— b— Requests-appealed-

TSA Records Disposition Schedules 2-10



" ADMIN200— MINISTRATIVE AND MANAGE! _ NT... !

Title

ADMIN—200.18:2
Privacy-Aet
Amendment
Gase—

Description of Records

B-Official-ile-Copy-of
requested records

Eilesrelating-to-an-individual's
request-to-Amendment-Case-Eiles:
Amend-a-record-pertaining-to-that
individual-as-provided-forunderS
B-S-6-552a(d)2);-to-the
individual's-request-for-a-review-of
an-agency'srefusal-of the
individual'srequest-to-amend-a
record-as-provided-for-under
552a(d)(3);-and-to-any-civil-actien
brought-by-the-individual
Amendment-Case-Eiles-against-the
refusing-agency-as-provided
underS-U-S.6-552a(g)-

a—Requests-to-amend-agreed

b.—Requests-to-amend-refused
by-agency—nekdes
individual-requests-to-amend
and-to-review-refusal-to
amend,-copies-of ageneys
replies-thereto,-statement-of
disagreement agency
amend.-a.record,-and related
materials.

TSA Records Disposition Schedules 2-11

Disposition

Dispese-ofin-aceordance
with-approved-ageney
dispesition-instruetions
for-therelated records;or
with-the-related Rrivacy

" Aetrequestwhicheveris

later:

Dispese-of in-accordanece
with-the-appreved
dispesition-instructions
for-the-related subjeet
individual'srecord-or4.
years-afier-agency's
agreement-to-amend;
whichever-is-later.

Dispese-of in-accordance
with-the-approved

dispositioninstructions
for-therelated-subjest
individual'srecord 4.
years-afier-final

" detenmination-by.agenecy,

or-3.years-after-final
adjudication-by-courts,
whichever.is-later.

Authority

GRS1421b

GRS147222a

GRS-14/22b.
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L ADMIN 200~  MINISTRATIVE AND MANAGE.. . NT... ! :
Title Description of Records Disposition Authority

e—Appealedrequestste ~  Dispese-ofin-accordance GRS-1422¢
amend—Inelades-all-files with-the-approved
created-in-responding-te dispesition-instructions
appeals-underRPrivacy-Aet-for forthe-related-subjest

refusal by-any-agency-to indivdual'srecord-or3
amend-arecord: years-after-final
adjudication-by-cousts;
whicheverislater-
ADMIN-—200.18.3 Eiles-maintained-under-the Dispese-ofin-accordance GRS-14/23
Privaey-Aset provisions-of 5-U-S-:C-552afe)-for  withthe-approved
Aecounting-of an-aceurate-accounting-of the-date; dispesition-instructions
Diselosure nature;-and-purpese-of-each for-the-related-subjeet
disclosure-of-a-record-to-any individual'srecord-or-5
person-or-to-another-agenecy; years-afier-the-disclosure
ineluding-forms-for-showing-the for-which-the
subjest-individual's-name; aecountability-was-made;
requesters-name-and-address; whicheveris-later:
purpese-and-date-of diselosure;
consent-when-applieable:
ADMIN-—200.18.4 Eiles-maintained-for-control
Privacy-Aet purpeses-in-responding-te
Ceoantrols-Eiles requests-inelading registers-and
similarrecords-listing-daternature
ofrequest;-and-name-and-address
ofrequester:
a-Registers-or-listings: Destroy.S-years-afterdate gpg 144,
of last-entx
b Other-files Destrey-5-years-after
' Gnal action by.theagency GRS-14424b
or-final-adjudication-by
cousts,whicheveris-later.

ADMIN_—200.18.5 Contains-annual report-required-by Destroy-when-2.years GRS-14/28.

Privacy-Aet OMB-Ciretlar A—1-08,including  old:

Reperts a-brief summary,
aceomplichments plans.a list-of
systems-which-are-exempted

during the.year, a summary.of

TSA Records Disposition Schedules 2-12



.ADMIN200—  AINISTRATIVE AND MANAGER _ 1T-.. . ‘
Title Description of Records Disposition Authority

changes-to-the-total-inventory-of
persennel-data-and-a-deseription
of operational-experience-with
estimates-of the-number-of
individualsrequesting-information
on-the-existence-o fFrecords
pertaining-to-them refusals-te.
proevide-information;requestsfor
aceess-to-records;-and-appeals
from-initial-refusals-to-amend
reeords:
N1-560-03-2,Item-10.—Ceonsist-of- official-file-copies;— —PERMANENT —Placein—N1-560-03-2;

Trem 10. DPIRECTIVESEILES—and-other-papers-related-to-the———session—Transfer-to-

Superseded by: development of TSA-directives;——NARA-10-years-after
DAA-0563- 2019 - 0008 - 6004 1n61ud%ngs§anges-that-afe_———supefseded,
DATE (MM/DDIYYYY): au'theﬁzeé—tssuaﬁe_es-a#é‘usegl-as—&
Ry Pl e syl
N1-560-03-2,Item 11.
ADMIN 200.19.1 Transmitting one-time or short- Transfer to the FRC when N1-560-03-2,
Temporary Issuances  term instructions or information, 2 years old. Destroy Item 11.
which is expected to remain in when 10 years old.

effect for less than 90 days or for a
predetermined amount of time not
to exceed 1 year.

N1-560-03-2, Item 12. Office file copies maintained in Cut off at end of fiscal N1-560-03-2,

ADMIN 200.20 office. Extra copy of outgoing year. Destroy when 3 Item 12.
CHRONOLOGICAL  correspondence, letters, years old.

ORtREADING memorandums, reports, and other

RECORDS records which are pertinent to

routing internal administrative and
housekeeping activities and not
the particular function for which
the holding office exists.

N1-560-03-2, Item 13. Copies of TSA Broadcast e-mail =~ Destroy when obsolete or N1-560-03-2,
ADMIN 200.21 messages maintaining at superseded. Item 13.
TSA BROADCAST  Headquarters for informational

E-MAIL MESSAGES purposes and filed chronologically

This item may be by date of receipt.

applicable to other

TSA records
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common to many
other offices within

TSA.

N1-560-03-2, Item 14. Consist of information not Cut off at end of calendar N1-560-03-2,
ADMIN 200.22 described elsewhere in this year. Destroy when Item 14.
REFERENCE FILES  schedule, used as ready reference  superseded or obsolete.

This item may be on subjects of current and ongoing

applicable to other interest. These files may contain

TSA records copies of publications, directives,

common to many pictures, correspondence and the

other offices within like. Official file copies are not to

TSA. be placed in these files nor are the

files to be considered pending files
when official file copies are kept
on a tentative basis.

N1-560-03-2, Item 15.
Electronic Mail and Word Processing System Copies Series Descriptions and Dispositions

Copies that have no further administrative value after the recordkeeping copy is made. Includes
copies maintained by individuals in personal files, personal electronic mail directories, or other
personal directories on hard disk or network drives, and copies on shared network drives that are

used only to produce the recordkeeping copy.
DELETE within 180 days after the recordkeeping copy has been produced.

Copies used for dissemination, revision, or updating that are maintained in addition to the
recordkeeping copy.

DELETE when dissemination, revision, or updating is complete.

NOTE: Some Administrative Management reports and other records may be worthy of
permanent retention if they significantly interpret TSA regulations, reflect significant
developments, or attract extensive public attention. These should be brought to the attention of
NARA via a SF-115, Request for Disposition Authority, so that they can be appraised and
appropriate disposition authorized. The appraisal process of these records will include a
determination of the appropriate medium for transfer of any records determined to be permanent.
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